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Term: Spring 2010      Instructor: Cheri Crenshaw, Ph.D. 
E-mail:   crenshaw@dixie.edu (checked daily)  Office Phone: 652-7896  
Office Hours:  9-10 am & 11-12 am MWF & 3-5 pm W  Office Number:  MCDON 214 
(Either drop by during these hours or feel free to make an appointment.) 
 
Instructor Assistance:  Please feel free to come by during office hours (posted above) or to 

schedule an appointment with me at another time to discuss your design issues.  You may also 

email me regarding questions or problems although I will not edit entire assignments through 

email (specific questions are encouraged).  I check email daily, even on weekends unless I am 

out of town.  Please don’t wait until right before an assignment is due to email or phone in 

questions as I may not answer in time. 

 

ENGL3120 Document Design 3.00CR Required of English majors pursuing an emphasis in 

Professional & Technical Writing, and open to students who wish to create effective professional 

documents for the workplace.  Successful students will demonstrate competence in all aspects of 

document design, including (but not limited to) the following: overall organization and layout; 

usability theory, application and testing; data organization and display; visual rhetoric (the use of 

color, size and white space); and theories of writer-based and reader-based writing.  Students will 

also examine existing research on how different readers process information in different ways.  

In order to apply the knowledge learned in class, students will write their own technical 

documents, for both print and online contexts. Prerequisite: ENGL 2010 with a grade of C or 

better. 3 lecture hours per week. 

 
Class Goals and Objectives: By the end of the semester, students should have learned 
conventions for professional document design, should have learned basic design principles, 
should be able to apply design principles to their own documents, should learn to take into 
consideration the rhetorical context for documents in terms of their design, should have learned 
basic vocabulary for analyzing document design, should have learned how to create an identity 
packet for a given organization, should be able to follow style guidelines set up for a particular 
organization, should learn how to evaluate others work, and should learn how to revise others 
work to incorporate into an overall design.  To meet those objectives students will research 
document design, analyze both published documents and classmates’ materials, will compile a 
portfolio of work, and will be able to answer basic theoretical and practical questions in a 
midterm and a final exam. 
 

 Required Texts: Document Design:  A Guide for Technical Communicators by Miles A. 
Kimball and Ann R. Hawkins 

 
 The Non-Designer’s Design Book: Design and Typographic Principles for 

the Visual Novice 3rd edition by Robin Williams 
 

Learning Outcomes:  

 
By the end of English 3120, students will demonstrate their ability to:  

1. Name, describe, and apply basic design principles. 

2. Design a variety of documents appropriate to audience and purpose. 
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3. Analyze existing documents for the rhetoric embodied by the design. 

4. Understand how typographical elements express tone. 

5. Use existing software to design documents  

6. Research methods of document design 

7. Present information methodically to both small and large audiences 

8. Apply design principles appropriate to print and electronic formats 

 

Disability Support Services:  If you are a student with a medical, psychological or a learning 

difference and requesting reasonable academic accommodations due to this disability, you must 

provide an official request of accommodation to your professor(s) from the Disability Resource 

Center within the first two weeks of the beginning of classes. Students are to contact the center 

on the main campus to follow through with, and receive assistance in the documentation process 

to determine the appropriate accommodations related to their disability. 

You may call (435) 652-7516 for an appointment and further information regarding the 

Americans with Disabilities Act (ADA) of 1990 per Section 504 of the Rehabilitation Act of 

1973. 

Our office is located right next to the Testing Center on the bottom floor of the Financial 

Aid and Career Center building. 

 

DMail: Important class and college information will be sent to your DMail, which is your Dixie 

email account.  You can access this account at dmail.dixie.edu.  This information includes your 

DSC bill, financial aid/scholarship notices, notification of dropped classes, reminders of 

important dates and events, and other information critical to your success in this class and at 

DSC.  Also, sometimes instructors e-mail their entire class about important assignments and/or 

class information, and they will use students’ Dmail accounts to do so.  All DSC students are 

automatically assigned a Dmail account.  If you don’t know your user name and password, go to 

www.dixie.edu and select “Dmail,” for complete instructions.  You will be held responsible for 

information sent to Dmail, so please check it often.   

 

College Calendar:  Some dates are listed in the course description below, but it is best to check 

the actual calendar at http://www.google.com/calendar/embed?src=sgu.calendar@gmail.com 

 

Library Information:  http://library.dixie.edu/ 

 

Testing Center Information:  http://new.dixie.edu/testing 

 

Writing Center:   The college provides a free service for students desiring additional assistance 

with their writing assignments in all courses.  The Writing Center is located in the first floor of 

the Browning Bldg.  Call 652-7743 for hours and more information or go to 

http://new.dixie.edu/english/dsc_writing_center.php 
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Online Writing Lab:  You can consult the Online Writing Lab website for information on a 

variety of issues related to writing, and for numerous links to relevant web-sites.  To reach the 

page, type the following link in your browser http://dsc.dixie.edu/owl/, or go to the DSC home 

page, scroll to “Academics,” and select “Online Writing Lab.”   

 
Due Dates:   To avoid grade deductions and to have the maximum chance to pass the class, all 
design work must be turned in on assigned dates regardless of whether or not the student attends 
class that day.  (If you are involved in student activities, just need to be extra aware of due dates 
and make sure to discuss options with me before late drafts become an issue.)    
 
Work not turned in during class on the due date will be given a 10 point grade deduction.  No 
work will be accepted more than one week from its due date.   
 
No in-class work can be made up.  However, I will drop two in-class grades for the inevitable 
actual emergency (we may have more than one in-class grade per class).   
 
The midterm can be made up if the student takes it BEFORE the next scheduled class period. 
 
The final exam cannot be made up.  (Of course, if you’ve been hospitalized or something 
serious, contact me right away.) 
 
Students are responsible for keeping track of assignments and due dates.  Students with excused 
absences for religious holidays or absent from campus with the sanction of the college will be 
allowed to make up missed in-class work only if the instructor has been consulted and 
arrangements have been made before the scheduled activity.  We will adhere to the policies set 
out by DSC in the “Policies for Absences Related to College Functions.”  
 
Academic Honesty: Please do not abuse my trust by turning in work that is not your own.  
Plagiarism is cheating and will be treated seriously.   
 
Allyn and Bacon explain that “plagiarism occurs whenever you take someone else’s work and 
pass it off as your own.  Plagiarism has two forms: borrowing another person’s ideas without 
giving credit through proper citation and borrowing another writer’s language without giving 
credit through quotation marks or block indentation” (624).   
 
We will cover “proper citation” strategies during the course of the semester.  Simply remember 
that if you did not come up with the information from personal experiences, then readers need to 
know where the information comes from.  Further, reading on the Internet does not count as 
personal experience.  Information from the Internet must be properly cited.  All researched 
information must be properly cited for this class using either MLA or APA style citation. 
 
For citation information, check in your textbook, access the Dixie State College Research Paper 
Guide at http://dsc.dixie.edu/owl, or reference the MLA Handbook for Writers of Research 
Papers 7

th
 ed by Joseph Gibaldi. 

 
 
 
 

http://dsc.dixie.edu/owl/
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The Dixie State College Policies and Procedures Reads as Follows: 

3-34 ACADEMIC DISCIPLINE 

34.1 Cheating: Academic dishonesty in any form will not be tolerated at Dixie State College, 

including but not limited to plagiarism on written assignments, submitting other person's work as 

one's own, and cheating on exams or quizzes. Teachers at Dixie State College may discipline 

students proven guilty of academic dishonesty by: 

34.1.1 Giving a failing grade on the specific assignment where dishonesty occurred, 

34.1.2 Failing the student in the entire course, 

34.1.3 Immediately dismissing and removing the student from the course, and/or 

34.1.4 Referring the student to Student Affairs, a committee which may reprimand, place on 

probation, suspend, and/or expel the student. 

34.2 Disruptive Behavior: Teachers at Dixie State College have the right to manage the 

classroom environment to ensure a good learning climate. Toward this end, teachers (or college 

security) may dismiss and remove disruptive students from individual class activities. If a 

student's behavior continues to disrupt class activities, the teacher may dismiss and cause the 

removal of disruptive students from their course. 

34.3 Student Appeals: Students who believe themselves wrongfully disciplined may appeal those 

disciplinary actions through the standard grievance procedure. (Policy 5-35) 

 
Disruptive behavior will result in the responsible student or students being asked to leave the 
classroom.  Students asked to leave the classroom will be counted as absent for that class period.  
(No eating, no cell phone use, and no unauthorized computer use during class time.) 
 
Overall Course Grade: Grades of A and B reflect outstanding work overall: they are honor 
grades.  A grade of C is average and indicates that you have completed the requirements 
acceptably. Lower grades indicate a failure to meet minimum requirements.  Grading Scale: 95-
100=A; 90-94=A-; 88-89=B+; 85-87=B; 80-84=B-; 78-79=C+; 75-77=C; 70-74=C-68-69=D+; 
65-67=D; 60-64=D-; 59 and below=F.   
 
Grade Breakdown 
 
Design Assignments, Quizzes, Prep Work & In-Class work: 60%  These include “how-to” 
presentations and drafts of the documents that you will be including in the final project.  You 
will receive details of the assignments and grading criteria for these in class as we go along.  If 
you miss class, make sure to email me to get the assignments.  You may not make up graded in-
class work. 
 
Design Portfolio: 20% 
 
Midterm & Final Exam: 20% 
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Attendance:  Constant attendance and regular participation are essential components in any 
class.  Thus, students are expected to attend every class meeting on time and to stay for the 
entire class period. I will take attendance at the beginning of every class period.  Students who 
miss 3 or more classes cannot pass the class, regardless of the circumstances. While I realize 
emergencies, work, and other sorts of situations need to be taken care of, students who miss that 
many classes need to take the class again at a time when they are able to participate in daily class 
activities. 
 
Students who miss class must contact me that day—just email me.  Missing class is not an 
excuse for not having work ready for the next class period.   
 
Continually tardy students are discourteous, unprofessional, and disruptive to the entire class. 
Therefore, students who are tardy (meaning they arrive after I finish taking attendance) more 
than 5 times will accrue a 5 point grade deduction for their semester grade. 
 
If You Stop Attending Class: If you stop attending class, it is your responsibility to drop the 

class before that semester’s drop deadline.  This deadline date can be found at the DSC 

homepage (www.dixie.edu), on the left column, under the heading “Quick Links.”  Click on the 

given semester’s class schedule.    
 
Tentative Weekly Class Schedule: I reserve the right to change this schedule at any time.  
Please email me if you miss class, and I will update you as to class activities.  Please bring the 
textbook to every class meeting! 
 
Weekly Assignments. I will give out assignment sheets with specific directions and grading 
criteria during class.  If you miss a class, make sure to email me to get the assignment sheet for 
the next class.  Missing class is not an excuse for being unprepared for the next class. 
 
Week 1 January 14 
 
In-Class:  Introductions/Begin discussing main design principles/Working in Word 
 
Homework:  Please read The Non-Designer’s Design Book Chapters 1-7 
Complete Prep #1 
 
Week 2 January 20 
 
In-Class:  Prep #1 Due  Discuss Main Design Principles 
 
Homework:  Please read The Non-Designer’s Design Book Chapters 8-14 
Complete Prep #2 
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Week 3 January 27 
 
In-Class:  Prep #2 Due/Discuss Main Design Principles 
Homework:  Please read Chapter 1 in Document Design 
Complete Prep #3 
   
Week 4 February 3 
In-Class:  Prep #3 Due 
Homework:  Please read Chapter 2 in Document Design 
Complete Prep #4 
 
Week 5 February 10 
In-Class:  Prep #4 Due 
Homework:  Study for Midterm Exam 
 
Week 6 February 17 
In-Class:  Take Midterm 
Homework:  Please read Chapter 3 in Document Design 
Complete Prep #5 
 
Week 7 February 24 
In-Class:  Prep #5 Due 
Homework:  Please read Chapter 4 in Document Design 
Complete Prep #6 
 
Week 8 March 3 
In-Class:  Prep #6 Due 
Homework:  Please read Chapter 5 in Document Design 
Complete Prep #7 
 
Week 9 (Spring Break) 
 
Week 10 March 17 
In-Class:  Prep #7 Due 
Homework:  Please read Chapter 6 in Document Design 
Complete Prep #8 
 
Week 11 March 24 
In-Class:  Prep #8 Due 
Homework:  Please read Chapter 7 in Document Design 
Complete Prep #9 
 
Week 12 March 31 
In-Class:  Prep #9 Due 
Homework:  Please read Chapter 8 in Document Design 
Complete Prep #10 
 
 
Week 13 April 7 



Document Design 
ENGL 3120-50 CRN 22429 (W 5:15-7:45 pm) 

Classroom:  MCDON 111 
Page 7 

 
In-Class:  Prep #10 Due 
Homework:  Please read Chapter 9 in Document Design 
Complete Prep #11 
 
Week 14 April 14 
In-Class:  Prep #11 Due 
Homework:  Please read Chapter 10 in Document Design 
Complete Prep #12 
 
Week 15 April 21 
In-Class:  Prep #12 Due 
Homework:  Please Read Chapter 11 in Document Design 
Complete Portfolio 
 
Week 16 April 28 (last regular class) 
Portfolios Due 
Homework:  Study for Final Exam 
 
Final Exam on Wednesday, May 5 at regular class time.  Please make plans to attend the 
final exam.  Final exams may not be taken early, so schedule your vacations and departures 
accordingly. 


